FTR CHECKLIST

Turn on PC and Monitor in courtroom

. Make sure the mixer (black box) is working (red lights on box); flicker green when
microphones are activated

3. Double-click FTR Reporter Icon to start program

Logon: ftruser Password: ftruser
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4. Click the Start Recording button to begin recording; make sure record and archive

lights are red; check mikes

Click Stop Recording button to stop recording — click yes.

6. Play back mike test (switch to playback panel; open test for today’s date; listen to
make sure mike test recorded properly; stop playback

W

Moving and Controlling FTR

FTR is easily moved to any location on the screen by positioning the mouse
pointer anywhere in the background area of the window, left-clicking and
dragging it to the new location. The background area is any part of the window
that is not a button, display area or slide bar.

The buttons at the top right of FTR control the way the program is displayed.
Use these buttons to switch the program between normal and compact views
and switch between the recording and playback panels, as well as minimize and
close the program. Use the Properties option to establish default properties for
the program. The table below outlines the function of each button at the top of
FTR.



ltem Description

_E_!_hj Panel Change Toggles between the Recording and Playback Panels.

ﬂ Compact View Toggles between the Normal and Compact views.

E| Always On Top Sets the program to always remain visible.

E Properties Displays the program properties.

@ | Help Displays the Help window.

ﬂ Minimize Rgduces the size of the program window so that it only displays on the
Windows taskbar.

£| Close Closes the program.

Panel |dentification Lists the name of the currently displayed FTR Reporter panel.

Closing FTR

When recording and playback are finished for the day, exit FTR and shut down
Windows prior to restarting the PC. If recording is in progress when attempting
to exit the program, a message box displays indicating that the program cannot
be exited until recording has stopped.

To Close FTR:

e Click the Close (X) button at the top of the FTR screen

Identifying The Recording Panel Screen Components

There are several screen components for using the Recording Panel as shown in
the figure below. The table that follows describes the function of each element.
Notice that the time is displayed in red.
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Using Compact View (Recording Panel)

There is also a Compact View of the Recording Panel that displays a limited
control set. This Compact View is designed to take up less screen space and will
always remain visible (always on top) on the screen so that it is easier to work
with other programs as recording occurs and still monitor the recording process.

To switch to Compact View:

e C(lick the Compact View button. E

To switch to Normal View:

e C(lick the Normal View button IE
Using Compact View (Playback Panel)

As in the Recording Panel there is also a Compact View of the Playback Panel
that displays a limited control set. This Compact View is designed to take up less
screen space and will always remain visible on the screen (always on top) so that
it is easier to work with other programs as recording occurs. Compact view in
Playback Panel also shows blue numbers or dashes as in full view.

To switch to Compact View:

e C(lick the Compact View button E
To switch to Normal View:
e C(Click the Normal View button IE

The figure below illustrates the options available from the Compact View of the
Playback Panel and the table that follows describes each option.
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Listening To Recordings

After an audio file from the required date is loaded, it is ready to be played.
There are several options available for controlling the playback of the recording
as well as locating a specific time in the recording. The following figure
illustrates the options and the table that follows describes each one.
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Option Description
Rewind Click this button to scroll backward in the recording at four times the normal playback
speed.
Play Click this button to play the currently loaded recordings.
Fast Forward Click this button to scroll forward in the recording at four times the normal playback
speed.

Current Play Time  Displays the current recording playback time. This display can be edited to locate a
Display precise time in the recording.

Current Play Time  Click these adjustment buttons to adjust the position of the Current Play Time.
Buttons



Option

Description

Current Playback Time
Display

Channel Select Buttons

MNormal View

Displays the time of recording being played back.

Turns channels on and off during playback. This allows the user to isolate
audio channels while playing back recordings in order to focus on specific
speakers. Click the required button to turn a channel off or on.

See Appendix A for information on using keyboard shortcuts.

Click this button to return to Normal View.



FTR Recorder Quick Reference - Continued

Normal View

Siop Recording Stant Reconding Recomad Audio Curment Recond Time Confidence Mornior
Button s

Recond Madia
Status Display

Normal View
Keyboard Shortcuts

Recording Panel Keys
Keyls) | Description
CtrieF2 Stant recording
Ctri+ F3 | Stop recording

Ctri+F12 Stary/Stop archiving mﬂm
ik Channel 1|y the charmel i on then it tags on, Keyboard Shortcuts
Cirke2 "Channel 2 | whia all others are tumed o, i e
Cirled *Channed 3 | chanmel & off it will be fumed on, Key(s) Deseription
Cirled Charmal 4| Wi ofher channals are nol aflected. Ciritorl | *
CirhkS *Tum all channels on CtrisAlt+V | *Switch Nommal/Compact view
Ctrs T “Increase volume Cris1 *Charnal 1
. Sea e Normal
Cirlel Decreass volume Ciris2 "Channel 2 o
Common Kays [Also avaliable from the Playback Panal) Cirled “Channel 4
Key(s) Description Cirles *Tum all chamnals on

CtrisAlt+V | *Switch NomadCompact view
Ctri+C Change Panal

CrthT Awerys On Top

Alt+Enter | Proparfies

Al+F4 Exit Program




FTR Playback - Quick Reference

To play FTR Gold audio:

Click the Open Audio button B to open the Open Audio dialog box.

Select the required folder from the Folders/Drives list. Any FTR Gold audio will
appear in the Location/Days list box.

Select the required location and day.

Click OK.

Click the Play button I¥ or depress the play switch on the foot control.

Click the Stop button I or release the play switch on the foot control to stop
playing.

To control playback:

1. Click the Fast Forward button ™ to move rapidly forward or depress the fast
forward switch on the foot control.

2. Click the Rewind button ¥ to move rapidly back or depress the rewind switch on
the foot control.

To control volume during playback:
1. Drag the Playback Master Volume control tab up or down to adjust the overall
volume,

2. Drag the Playback Channel Volume control tabs up or down to adjust individual
channels.

P B

To turn channels on/off during playback:
1. Click the required channel button & to switch it off. This changes the channel
button from green to red.

2. Click the required channel button 8l 10 switch it on. This changes the channel
button from red to green.

To select an audio range:

1. Open the required audio.

2. Position the Range Start Time control tab § at the beginning of the required range.
3. Position the Range End Time control tab § at the end of the required range.

To save an audio range:

1. Click the Save Audio button I8l 1o display the Save Audio dialog box.
2. Select the required drive and folder in the Folders/Drives list box.

3. Click Save.

4. When finished click Close.



FTR Playback - Quick Reference - Continued

Normal View

Keyboard Shortcuts
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Edit Mode

FTR Log Notes - Quick Reference

When creating log sheets for FTR Gold recordings it is recommendad that you have your desired FTR Gold
audio on screen before you start FTR Log Notes. In this way the selection of the location name is

automated.

To create a new log sheet

1. Click the New huttnn.
2. Enter a Location or Description as required.

To add a log note

. Select the last empty Speaker/Note field,

2. Start typing or enter a glossary,

3. Atime stamp is automatically entered in
the time field.

=0T=

1. Press CTRL+ENTER.

2 A new time stamp is entered immediately.

3. The cursor is positioned in the speaker field
waiting for input.

Read-only Mode

To open a log sheet'

1. Click the Open =] button.

2. Enter Search Criteria for the required log
sheets.

3. Click Browse to locate the log sheet
storage folder,

4. Click Search Now,

5. Select the log sheet you require from the
results list and click Open,

To print a log sheet

1. Click the Print %] button.

2. Adjust printer properties as required.
3. Click Print.

To set arange

1. Right click on a start log note.
2. Click Set Range Start,

3. Right click on an end log note.
4. Click Set Range End.

To create multiple lines in the same field
1. Enter the required text for the first line.
2. Press SHIFT+ENTER.
To change glossaries
1. Click the Properties ihutmn.
Select the Glossaries tab.

2

3. Make the reguired changes by adding,
deleting or editing entries. [f necessary
change the attached glossary,

To save a copy of a log sheet

1. Click the Copy As [=button,

2. Select a folder from the Save in box,

3. Twpe a name in the Filename box.

4. Select a format from the Save as type
box,

5. Click Save,

To link audio

1. Right click on a log note.
2. Click Link to Audio,

To synchronize audio

1. Listen to yvour FTR Gold audio.

2. Stop the audio when the content matches
the first log note.

A Right click on the first log note,
4. Click Synchronize.

*¥ou can also copy, print and delete log sheets from the FTR Log Notes - Search dialog bos.



FTR Log Notes - Quick Reference - Continued

Common Function Keys

To Press

Copy As F12

Craate a new log sheet ALT+F12

Exit program ALT+F4

Find Text CTRL+F3

Find next ALT+F3

Cpen a log sheet F3

Open shortcut menu SHIFT+F10

Print log sheat CTRL+SHIFT+F12

Topgle EditRead-only mode  SHIFT+F12

Location List (only appears in edit mode)

You can access the Location Bt for your log sheaet by clicking j

Locelien
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Log Mote Shortcut Manu

—| Audio Bar {appears for audio in playback panel)

Range Start Marker

Thiss 8 represents tha Audio Ranga start tima as satin
FTR Reporiar ar Playar Plus or directly from the audio
canbaxt menu of FTR Log Nobes

Current Log Note Marker

indicate: the last log nate relevant lo the curent play
time of e associaled awdio. As the audio conlinues bo
play the curmant log nole marker maves fo show the
corespanding log node:

Range End Marker
Thiss 18 rapresents the Audio Range end tme.

Navigation keys Read-only mode  Edit Mode
To Select the Press Press
Description field CTRL+HOME CTRL+HOME
Last Speaker field CTRL+END EMTER

Mext field TABar — TAB

Previous field SHIFT+TAB ar «  SHIFT+TAS
Mext character —

Previous character =

To Move

Up or down a ling Tarl

Up ar down a row Tarl

To start of fizld HOME

To end of fisld EMD

To Scroll

Up a page PAGE UP PAGE UP
Down a page PAGE DOWM PAGE DOWN



